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1. PURPGCSE AND SCOPE. This Change Notice revises PS 2013. 01,
Fi nanci al Managenent - Debt Managenent.

2. SUWARY COF CHANGES. This Change Notice renoves al

references to collection of a uniformall owance as a debt. The
requirenent to collect the uniformall owance as a debt upon an
enpl oyee' s separation or transfer to a position wthout a uniform
al | onance has been renoved. Uniform all owances are now deened to
be earned in their entirety on the date paid to the enpl oyee.

3. TABLE OF CHANGES

Renove | nsert
Pages 5 and 6 Pages 5 and 6
Pages 13 and 14 Pages 13 and 14

4. ACTION. File this Change Notice in the front of PS 2013. 01,
Fi nanci al Managenent - Debt Managenent.
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Kat hl een M Hawk
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NUVBER 2013. 01
DATE: March 3, 1994

Statement SUBJECT: Fi nanci al Managenent - Debt

Managenent

1. PURPGSE AND SCOPE. This Program Statenent prescribes the
policies and procedures for Debt Managenent, including collecting
del i nquent debts and witing off uncollectible debts. These

gui delines ensure fair but aggressive collection of all accounts
recei vabl es.

One of the first laws that authorized the Governnent to take
action against its debtors was the Federal Cains Collection Act
of 1966. Then, in the late 1970's, increasing concern was
expressed over the grow ng backl og of unpaid debts owed the
Federal CGovernnment. Fromthis concern, the Debt Collection

Proj ect was created in August 1979 within the Ofice of
Managenent and Budget (OVB). The purpose of the project was for
OMB to work with Federal agencies and departnents to establish
effective collection procedures, identify Governnent-w de

probl ens whi ch i npede agency col |l ection efforts, and make
recommendati ons for solving the probl ens.

The next |egislation passed was the Debt Collection Act of 1982.
This act pronoted inproved debt coll ection by expanding the
Governnent's right to use credit bureau reporting and debt
collection agencies in its collection efforts. The General
Accounting Ofice (GAO and the Departnent of Justice (DQJ)
jointly issued inplenenting regulations on debt collection as
authorized in the Federal Cains Collection Act of 1966. These
joint regul ations, designated as the Federal Cains Collection
St andards, can be found in 4 CFR Parts 101 through 105. These
regul ati ons provide general rules on debt collection for

Gover nment agenci es.

In 1985, OMB issued G rcular A-129 which broadened the
Governnent's responsibilities beyond debt collection to include
the entire credit managenent process. This circular, revised in
1993, establishes Governnent policy and the regul atory framework
for the devel opnent of specific credit managenent standards and
procedures. The Financial Managenent Service of the Depart nment
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of the Treasury has issued several supplenents to the Treasury

Fi nanci al Manual which expand on the standards and procedures
required to manage credit and debt collection. Exanples of these
suppl enents are "Managi ng Governnent Credit," "CQuidelines for the
Federal Enpl oyee Salary O fset Program" and "Federal Direct Loan
QOperating Procedures.”

2. DI RECTI VES AFFECTED

a. Directives Rescinded. None.

b. Directives Referenced

P.S. 2200.01 BOP Travel Regul ations (11/01/84)
3. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4031.

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1B-04.

4. DESI GNATI ON OF DEBT MANAGEMENT OFFI CER A Deputy Assi stant
Director, Admnistration Division, is designated as the Debt
Managenment O ficer for the BOP. The Debt Managenent O ficer is
to:

a. determne collectibility of accounts receivables and
recomend di sposition of the receivables;

b. meke determ nations and recomendati ons regardi ng Requests
for Conprom ses of Caim

c. ensure sound debt nmanagenent policies and operations are in
pl ace in the BOP; and

d. answer outside inquiries regarding the BOP Debt Managenent
Pr ogr am

5. DUNNI NG PROCEDURES. A bill is considered delinquent when the
debt has not been paid or resolved wthin 30 days of the paynent
due date. All accounts are to be nonitored to determ ne when a
bill has become past due. Once a bill has becone delinquent, the
foll ow ng steps nmust be taken (for debts owed by current Federal
enpl oyees, refer to Sections 6.b. and 6.c.):

a. Institution Level. As soon as the account becones
del i nquent, the debtor is to be notified by letter, and if
possi bl e, by tel ephone. Al personal contacts with the debtor,
i.e., telephone calls, nust be docunented in the account file and
followed up by a letter that confirns the contact and any
agreenents reached.
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(1) Initial Contact. The initial contact with the debtor
is to be made as soon as the debt becones delinquent, but not
| ater than 45 days after the paynent due date. The letter nust
informthe debtor of the:

(a) status of the debt as overdue,

(b) ampunt owed,

(c) basis of indebtedness,

(d) debtor's right to contest the debt,

(e) debt collection nmethods the BOP may use including
IRS O fset (Central Ofice only) and Adm nistrative
O fset,

(f) BOP's policy on assessing |ate charges and the
appropriate rates and anounts (if applicable), and

(g) date by which paynent nmust be received to avoid
further action.

The letter is to be signed by the Controller.

(2) Additional Contact. |If the debt is not recovered after
the initial contact, a followup letter is to be sent every 30
days for the next two nonths, but not later than 75 days and 105
days after the paynent due date. Each letter should becone
progressively stronger and firmer in tone. These letters are to
be signed by the Warden.

If the institution's efforts to collect the debt fail and
the debt is 135 days past due, the institution shall request

assistance fromthe Regional Conptroller. 1In this request, the
institution shall include, at a m ni num

(a) a copy of the billing docunent,

(b) back-up support for the bill, and

(c) copies of all foll ow up docunentation and
correspondence.

b. Regional Ofice Level. The Regional Conptroller is to
revi ew t he docunentation supporting the debt referred by the
institution. |[If the Regional Conptroller concludes that the
institution made sufficient attenpts to collect the debt, but the
collection efforts failed, the Regional Conptroller shall refer
the debt to the Debt Managenent O ficer in the Central Ofice for
appropriate action. At a mninum the sane docunentation sent by
the institution to the Regional Ofice shall be sent to the Debt
Managenent O fi cer
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| f, however, the Regional Conptroller concludes that the
institution-level effort to collect the debt was insufficient,
he/she is to followup for one to three consecutive nonths by
letter and tel ephone. These letters require the Deputy Regi onal
Director's signature. |If these collection efforts fail, the
Regi onal Conptroller shall refer the debt to the Debt Managenent
O ficer as indicated above.

Any debt referred to the Debt Managenent O ficer by the Region
t hat has inconpl ete docunentation or does not provide sufficient
evidence that all measures avail able were taken to collect the
debt will be sent back to the Region for collection action to be
initiated.

c. Central Ofice Level. The Debt Managenent O ficer wll
recommend final disposition of the debt. This includes deciding
if the debt should be referred to the IRS Ofset Programor if a
recommendati on should be nade to the Assistant Director for
Adm nistration to wite-off the debt.

At each stage of debt collection, all contacts with the debtor
and any actions taken on the debt nust be docunented to ensure
fair and proper debt servicing and inprove the chances of
col l ecting delinquent accounts and effectively pursuing
[itigation.

6. DEBT CO_LECTION METHODS. The follow ng nethods are avail abl e
for the collection of delinquent debt: Admnistrative Ofset
(I'nstitution Level), Salary Ofset and Litigation for Salary
Ofset (Institution Level), and IRS Ofset (Central Ofice
Level).

a. Admnistrative Ofset. Admnistrative Ofset is used to
recover debts by w thholding paynent to a debtor for other
out standing obligations. |If the institution plans to use
Adm nistrative Ofset to collect the debt, the debtor nust be
notified of the intent in any one of the three demand letters.

The letter(s) must give the debtor the opportunity to:
(1) nmake voluntary repaynent,
(2) inspect and copy records related to the debt,
(3) request a review of the debt, and
(4) enter into a repaynent agreenent.

For exanple, an institution is owed $150 froma vendor for
returned nerchandi se. The vendor has not refunded the
institution the $150 and 30 days has passed. The institution
sends the vendor the required notice(s) and inforns the vendor of

the institution's intent to collect the $150 through
Adm nistrative Ofset. The institution has since purchased nore
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mer chandi se fromthis vendor and has received a bill for the
nmer chandi se. The institution can subtract $150 fromthe bill and
pay the balance to the vendor. The $150 debt has now been
col | ect ed.

Wen it beconmes known that an enpl oyee is | eaving Governnent
service, for any reason, it shall be determned if the enpl oyee
is indebted to the Bureau (i.e., travel advance, sal ary advance,

repaynment of relocation allowances for failure to fulfil
* 12-nonth service agreenent). This shall occur during the
enpl oyee's exit interview. The |ast departnent the enployee is
to check with is the Ofice of Financial Mnagenent (OFM. OFM
shall check its records and the exit interview sheet
("merry-go-round”) to see if any debts exist.

| f the enployee is indebted, OFM shall demand i medi ate
repaynent in full. If paynent is not nade, the Controller shal
prepare a nmenorandum for the Warden's signature requesting the
Human Resource Managenent O fice (HRM contact the
Payrol | / Personnel QOperations Section of the National Finance
Center (NFC) by telefax to hold final paynent, |unp sum paynent,
and retirenent on the individual. HRMwII contact the
Payrol | / Personnel QOperations Section and foll ow up the contact
wi th Form AD- 343, Payroll Action Request.

b. Salary Ofset. Salary Ofset shall be used to recover
del i nquent debts owed by current Federal enployees, including
enpl oyees that transfer fromthe BOP to another Federal agency.

Fi fteen percent of the enpl oyee's disposabl e inconme per pay
period shall be collected through Salary O fset until the debt is
paid in full. The debt can also be referred to DOJ to obtain a
judgenent. This judgenent will allow for the collection of up to
25 percent of the enpl oyee's disposable incone per pay period.

(1) Disposable Incone Calculation. D sposable incone is
the part of the pay remaining after the foll ow ng deducti ons:

(a) properly withheld Federal, state, or |ocal incone
tax as required by law if the amounts withheld are not greater
than that which would be withheld if the individual clained all
dependents to which the individual is entitled,

(b) health insurance prem uns, including Medicare,

(c) normal retirement contributions, including
contributions to the Thrift Savings Fund. Any anounts
voluntarily contributed toward additional retirenent benefits are
consi dered to be suppl enentary and not excluded, and

(d) normal life insurance prem uns, not including
anount s deducted for supplenentary coverage.

Paynent plans shall not be accepted for enployee debt. Salary
O fset nust be used.
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(2) Salary Ofset Procedures. The Controller shall prepare
a menorandumto the Personnel O ficer requesting Salary Ofset
for the enpl oyee. The nenorandum nmust include the total dollar
anmount of the debt and instructions to collect 15 percent of
di sposabl e pay each pay period. Disposable inconme does not need
to be conputed since the NFC perforns the cal culation. The Human
Resource Managenent O fice (HRM will conplete Form AD- 343,
Payrol |l Action Request, and forward it to the Warden for
signature. |If HRMrequires any assistance in conpleting Form
AD- 343, the Ofice of Financial Managenent nmay provide it. HRM
wll then forward the Form AD- 343 to NFC

Once NFC receives this form NFC will begin collecting the
debt based on the type of debt. There are two types of debts;
m nor i ndebtedness and maj or indebtedness. A m nor indebtedness
is less than 15 percent of disposable incone and a "one-tine"
salary offset. A major indebtedness is nore than 15 percent of
di sposabl e pay and is deducted each pay period until the debt is
satisfied.

As the bi-weekly collections are nade, the collections wll
be applied first to the interest that has accrued on the debt,
then to the principal. Any anount remaining unpaid after NFC has
conpl eted the payroll deduction to collect the principal anpunt
shal|l be collected directly fromthe enployee in one |unp sum

| f the remaining debt cannot be collected fromthe enpl oyee,
refer the debt to NFC for salary offset. |In nost cases, the
anount shoul d be small enough to be considered a m nor
i ndebt edness and NFC wil|l collect the debt in one deduction.

I f the Warden wants collection in excess of 15 percent, a
request nust be sent to the Debt Managenent O ficer for a
determ nation. |f the Debt Managenent O ficer determ nes that
t he debt should be referred to DQJ for a judgnent, Accounting
Oper ati ons, Finance Branch, shall prepare and send a d ains
Collection Litigation Report (CCLR) (Attachnment A) to DQJ. This
formcan be reproduced locally. |In order for Accounting
Operations to conplete the CCLR correctly, the Warden's request
must include the CCLR with the following information filled in
(refer to Attachnent A CCLR

(a) debtor's nane and address, block 5,

(b) debtor's Social Security Nunber, block 6,

(c) the date the debtor originally defaulted on the
obligation or the date of the |ast paynent on the
debt which caused default, block 7,

(d) whether the debtor has applied for Chapter 7,
11, 12, or 13 bankruptcy, block 10a, and
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(e) information on the individual debtor, blocks 16-20
and 24- 25.
| nstructions on howto fill out each block on the CCLR are

on the reverse side of Attachnent A

(3) Additional Infornmation. In addition to the CCLR
the followng informati on nust al so be sent to DQJ:

(a) nane, address, Social Security Nunber, current place
of enploynment, debtor's salary, all of which have been verified
Wi thin six nonths of the referral,

(b) evidence that the debtor has the ability to pay a
j udgnment or the potential to repay (enploynent data, property,
ot her incone) and that a judgnent is needed to protect the
Governnent's interest,

(c) Certificate of |Indebtedness (Attachnent B) signed by
t he Debt Managenment O ficer

(d) copies of relevant account information docunents,

(e) a checklist or report of prior collection actions
t aken, and

(f) acredit report that is less than six nonths old at
referral which may be obtai ned through the Federal Supply
Schedul e.

(4) Requests to/from Other Agencies. Requests for Salary
O fset fromother Federal agencies shall be honored. In
addition, if an enployee transfers fromthe BOP to anot her
Federal agency, the BOP | ocation shall request Salary O fset on
t hat enpl oyee fromthe new Federal enpl oyer.

The request for Salary Ofset to the debtor's enpl oying
agency will occur after the notification and due process period
have ended and the debt is upheld, remains unchal |l enged, or
arrangenments for voluntary repaynent in full of the debt cannot
be reached. The institution nust certify, in witing, the
followng facts to the debtor's enpl oyi ng agency:

(a) that the enpl oyee owes the debt,

(b) the anpbunt and basis of the debt,

(c) date on which paynent was due,

(d) that all due process steps have been taken,

(e) date the Governnment's right to collect the debt
first began, and
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(f) amount or percentage of disposable pay to be
col l ected each pay period and the nunber of
i nstall nents.
c. IRS Ofset. IRS Ofset is used to recover delinquent debt

of former enpl oyees by withholding all or part of a Federal
incone tax refund. The IRS collects the noney fromtax refunds
and returns the noney, less the IRS servicing fee, to the agency.
The DQJ Debt Accounting Operations Goup (DAOG is the host
organi zer for all DQJ agencies participating in the RS Ofset
Program Accounting Operations, Finance Branch, manages the BOP
RS O fset Program The guidelines which the BOP nust adhere to
are issued by DAOG. The Debt Managenent O ficer shall determ ne
the referral of debt to the IRS Ofset Program after the debt has
been referred to the Central Ofice fromthe Regional Ofice for
col l ection action.

(1) Criteria for IRS Ofset. The criteria the Debt
Managenment O ficer shall use to determine if a debt qualifies for
the RS O fset Program are:

(a) the debt nust be a past due obligation of an
i ndi vi dual (excluding inmates),

(b) the debt nust be delinquent nore than three nonths
by January 1 of the com ng tax year, but |less than 10 years,
unless it is a judgnent debt,

(c) the debt nust be at |east $25.00,

(d) a judgnent has been obtained or Adm nistrative and
Salary O fset renedi es have been exhausted for the debt,

(e) the debt has been reported to a credit bureau,
unl ess the debt is less than $100, and

(f) agency records do not contain evidence that the
debtor has filed bankruptcy under Title 11 or that, at the tine
of referral of the debt for offset, the automatic stay is not in
effect and the debt was not discharged.

(2) Information to Forward. Once the Debt Managenent
O ficer decides which debts are to be referred to the RS Ofset
Program Accounting Operations will conpile a |list of these debts
and forward the list, wth the followng information, to DACG

(a) debtor's nane, Social Security Nunmber, and | ast
known address - without this information, names may not be
subm tted,

(b) reason for the debt - the reason should state the
pur pose and any avail abl e evidence that the debt is legitinmate,

(c) original amount of the debt - this should include
t he amount col |l ected, how coll ected, and anount outstandi ng, and
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(d) summary of collection efforts - copies of al
correspondence to and fromthe debtor.

Even though a debt has been referred to the IRS for offset,
collection efforts are to continue on these accounts unless they
have been referred to DOJ for litigation.

(3) IRS Ofset Procedures. The IRS Ofset is processed as
fol | ows:

(a) DAOG forwards a pre-offset list via conputer tape to
| RS for matching.

(b) IRS returns the tape of eligible debtors to DAOCG
when mat ches occurred on | ast name and Social Security Nunber and
provi des the | ast address of the debtor.

(c) Accounting Operations receives a list from DAOCG
wher e mat ches occurred.

(d) Debtor receives a 60-day letter from DACG

(e) Debtor must submt evidence of an erroneous bill to
Accounting Qperations if they contest the validity of the debt.

(f) Accounting Operations submts a list of debts to be
removed fromthe offset programor a list of reduced bal ances to
DAOG

(g DAOG submits a certification tape to IRS for the
flaggi ng of accounts for offset.

|RS notifies the debtor in witing when an offset of the tax
refund has occurred, how nuch noney was offset, and to whomthe
money was directed. Any renaining debt bal ance referred into the
programin the previous tax year that still neets the above
criteria nust be referred again in subsequent years at the Debt
Managenent O ficer's discretion.

7. OUTSTANDI NG TRAVEL ADVANCES. The Controller has the
responsibility to ensure that all outstanding travel advances are
pronptly settled. |If an outstanding advance has not been repaid
within five working days fromsettlenment of the travel voucher,

it is delinquent. At that tine, two things shall happen:

a. The Controller shall issue a 30-day witten notice
informng the traveler of the nature and anount of the
i ndebt edness, that the debt wll accrue interest, the intention
to initiate proceedings to collect the debt through Sal ary
O fset, and an expl anation of the enployee's rights, which
i ncl ude:

(1) an opportunity to inspect and copy Governnent records
relating to the debt,
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(2) an opportunity for voluntary repaynent of the debt in
full, and

(3) an opportunity for a hearing concerning the existence
of the debt in accordance with the Departnent of the Treasury's
"Quide to Conducting Federal Salary Ofset."

b. The debt shall be reclassified froma travel advance to an
accounts receivable. This shall be acconplished by billing the
enpl oyee on an SF-1080. Also, a copy of the front and back of
t he SF-1038, Advance of Fund, Application and Account card, shal
be attached to the SF-1080 as supporting docunentation. A 40
Transaction shall be prepared and entered into the Financi al
Managenent System (FMS) to the appropriation in which the trave
advance was set up using:

Cost Center 08, Accounts Receivabl e-Travel
Sub- obj ect 2190, Travel Advance Recei vabl es,
Descri ptor Code E4, Travel Advances,
Decision Unit M and

Payor Code 068, Enpl oyee Debt.

This will generate automatic entries to the CGeneral Ledger
Account 139.7, Accounts Receivable - Enployee. This debt wll
accrue interest as described in Section 12. This entry wll
automatically reverse the travel advance originally established
in General Ledger Account 180.0, Travel Advances.

The 40 Transaction is being used to setup the receivable. It
is not being used to account for a rei nbursenment. However, the
interest wll accrue on the receivable exactly |like the interest
accrues on a reinbursenent. Any anount collected on the
receivable will automatically be applied to the interest first
and then to the principal. To determ ne the anount applied to
interest, refer to the 100.88, Report of Reinbursenents Bill ed.
This anount is collected in the 151435, CGeneral Fund Proprietary
Interest, Not O herwi se Classified, Receipt Account. This anount
shall be reported on the SF-224.

The enpl oyee's SF-1038 shall be annotated with a note that the
travel advance has been reclassified to an accounts receivabl e,
t he recei vabl e nunber assigned, and the batch nunber. This
travel advance is now consi dered cl osed.

| f the debt has not been paid at the end of the 30-day period,
the Controller shall notify the enployee, in witing, that the
Government, under authority granted by 4 CFR Part 102.3 and
5 U S.C. 5514 and 5705, wll exercise its right to offset the
debt through payroll deductions. The enployee shall be notified
of the anpbunt to be deducted each pay period. A sufficient
anount is to be deducted each pay period to effect reasonable
pronpt settlenent (within six nonths). The Salary Ofset shal
be in accordance with Section 6.Db.
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The SF-1080 and CGeneral Ledger Account 139.7, Accounts
Recei vabl e - Enpl oyee, shall evidence the debt owed to the
Gover nnent .

The collection of the offset is automatically processed with
payroll in the Current Year Salaries and Expenses Appropriation
t hrough an 03 Transaction. However, 02 and 40 Transactions mnust
be made manual ly to conplete the collection process. The 03
Transaction will be reported on the ASPM using Decision Unit M
Cost Center 363, and Sub-object 8150, Enployee O fset
Collections, and wll affect the follow ng General Ledger
Account s:

110.5 Net Di sbursenents - Payroll DR
420.5 NFC Enpl oyee Debt O f set CR

Wthin five days of receipt of the ASPM and before the cl ose of
t he accounting period, the manual 02 and 40 Transactions nust be
made. These entries shall not be made prior to verifying the
collection on the ASPM and the anount applied to principal as
shown on the 100. 88, Rei nbursenent Billed Regi ster Report.
First, an 02 Transaction nust be acconplished in order to expend
the funds. The accounting code |isted on the ASPMis to be used.
The anmount nust be entered as a positive in the Expenditure
Colum. This entry will affect the foll owm ng General Ledger
Account s:

420.5 NFC Enpl oyee Debt O f set DR
110. 3 Net Di sbursenents CR

Next, a 40 Transaction to collect the funds and reduce the
recei vabl e nust be acconplished. The accounting code used to
establish the receivable and the appropriate bill nunber are to
be used. The amount shoul d be recorded as a positive anount in
the Collected Colum. These entries nmust be noted in the
subsidiary | edger that supports the 139.7 account. The entries
to record the collection nmust be supported by a Journal Voucher
(JV) with a copy of the ASPM docunenting the anmount of the
collection. |If the accounts receivable is in other than the
Current Year Sal ari es and Expenses Appropriation, it nmust be
posted to the nonthly Statenent of Transactions (SF-224).

It is also inportant to note that the collection of the
interest and the principal nust be posted to the SF-224 as they
are collected into separate appropriations.

Al'l contacts with the enpl oyee shall be docunented and attached
to the SF-1080.
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8. COUTSTANDI NG SALARY ADVANCES. The Controller has the
responsibility to ensure that all outstanding sal ary advances are
pronptly settled. Delinquent salary advances shall be collected
through Salary Offset in the same manner as outstanding travel
advances, as described in Section 7, with the follow ng

di fferences:

a. Salary advances are to be repaid by the enployee within
five working days of receipt of the outstanding salary check.

b. Wen the enployee is given the salary advance, a letter
shal |l be issued to the enployee fromthe Controller, through the
Warden, stating the tine-frame for repaynent of the salary
advance and the enpl oyee's responsibility to update the
Controller bi-weekly as to whether the outstanding salary check
has been received.

c. If the enployee fails to update the Controller bi-weekly of
the outstanding salary check's status, the Controller shal
followup nonthly with the enployee to determne if the
out standi ng sal ary check has been received and if paynent is due.
All contacts with the enpl oyees shall be docunented and
maintained in a file.

d. If the enployee does not repay the salary advance within
five working days of receipt of the outstanding salary check,
the debt is delinquent and the Controller shall issue the 30-day
witten notice (including a statenent that the debt will accrue
interest), bill the enployee, and reclassify the debt froma
sal ary advance to an accounts receivabl e as expl ai ned bel ow.

In order to accrue interest on the debt, the advance nust be
nmoved from 15X6875(10) into the appropriation fromwhich the
enpl oyee is paid. This is acconplished by preparing and entering
the follow ng 04 Transaction in 15X6875(10):

110. 3 Net Di sbursenents DR
139.1 Accounts Receivable - Public CR

Then, prepare and enter into FM5 a 40 Transaction to the
appropriation fromwhich the enployee is paid using:

Cost Center _44, Accounts Receivabl e-Sal ary
Sub- obj ect 1199, Sal ary Advance Recei vabl es,
Descriptor Code E5, Sal ary Advances,
Decision Unit M and

Payor Code, 068, Enpl oyee Debt.

This will generate automatic entries to CGeneral Ledger Account
139. 7, Accounts Receivable - Enployee. This debt will accrue
interest as described in Section 12.
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Note the transfer on the subsidiary |edger for the receivable in
15X6875(10). These entries nmust be supported by a Journal
Voucher (JV) and posted to the nonthly Statenent of

Transactions (SF-224).

9. RESERVED *

10. TWELVE- MONTH SERVI CE AGREEMENT. If an enpl oyee | eaves the
Federal Governnment before the expiration of the 12-nonth service
agreenent, the enployee is indebted to the United States
Government for any funds expended by the United States Governnent
for authorized rel ocation expenses. |If the enployee is indebted,
OFM shal | demand paynent in full fromthe enployee. |f paynent
is not made, these anounts are to be collected through

Adm nistrative Ofset as discussed in Section 6. Exceptions to
repaynment may be made if approved by the Assistant Director for
Adm nistration. This authority has been redel egated fromthe
Director, Bureau of Prisons.

For acceptabl e reasons and the procedures to be foll owed, refer
to the Program Statenent on Bureau of Prisons Travel Regul ations,
Chapter 302, Part 1, paragraph 302-1.5(a)(iii). *

11. COWROM SE OF CLAIM  Conpronmi se of claimis a nmethod of
satisfying current or fornmer enployee debt by accepting | ess than
the full amount of the debt for repaynent. A request for
conprom se of claimcan be nmade in cases involving enpl oynent -

rel ated debt; specifically, for overpaynents or erroneous
paynents of salary, benefits, and travel.

a. Criteria. A conprom se may be consi dered when one or nore
of the followng criteria apply:

(1) the debtor is unable to pay the debt within a
reasonabl e tine period,

(2) the debtor refuses to pay the full anmunt and the
agency is unable to enforce collection (e.g., unable to prove the
case in court or dispute with debtor over the anmpbunt of the
debt), and

(3) the cost of collection does not justify enforced
collection of the full anount.

I n cases invol ving overpaynents to enpl oyees of salary and *
travel, the Debt Managenment O ficer shall consider whether equity
and good consci ence counsel in favor of conprom se of the claim
I n maki ng such determ nations, the Debt Managenent O ficer may
consider, but is not bound by, the opinions of the Conptroller
Ceneral of the United States interpreting 5 U S. C. 5584.
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b. Redelegation of Authority. Redelegation of authority to
conprom se a claimhas been transferred to the Director, Bureau
of Prisons, by Departnent of Justice Order 2120.4E, paragraph
5.a. The Director can conprom se clains of up to $100, 000
(31 U.S.C 3711(a)(2)). The Director has further redel egated
this authority to the Assistant Director for Adm nistration.

c. Request for Conpromse of Jdaim A Request for Conpron se
of Claim(Attachnent C) may be initiated by the enpl oyee agai nst
whom t he claimwas made or any person having a direct interest in
t he conprom se

The Request for Conprom se of Claimshall be submtted to the
enpl oyee' s Warden. The Warden shall request an investigation be
conducted by the appropriate office (i.e., Financial Mnagenent
for travel-rel ated debts and the Hunan Resource Managenment O fice
for salary-related debts) to determ ne the nature of the
overpaynment. The investigative report should provide when, why,
and how t he overpaynent occurred and whet her or not the
circunstances satisfy any of the standards for conprom se as
outlined in this subsection.

In addition, consideration shall be given as to whether or not
t he enpl oyee knew or should have known of the overpaynent at the
time it occurred and pronptly reported it.

I f the Warden recomends approval of the Request for Conpron se
of Caim the request should be forwarded, with the investigative
report, all supporting docunentation, a conputation of the anmount
requested to be conprom sed, and an explanation to the Debt
Managenment O ficer through the Regional Director. For clains
originating in the Central Ofice, the Request for Conprom se of
Claim the investigative report, all supporting docunentation, a
conput ation of the anpbunt requested to be conprom sed, and an
expl anation shall be routed through the appropriate Assistant
Director to the Debt Managenent O ficer for disposition. |If the
Debt Managenent O ficer concurs with the reconmmendation to
approve the conprom se of claim the Debt Managenent O ficer
shall forward the conprom se of claimto the Assistant D rector
for Adm nistration, recomendi ng that the request be approved.
| f the Debt Managenent O ficer does not approve the conprom se of
claim the request will be returned to the Regional Director (or
Assistant Director, as appropriate) wth an explanation of the
deni al .

If the Warden (or Assistant Director, as appropriate) does not
recommend approval of the Request for Conprom se of Claim the
request shall be returned to the originator explaining why the
claimwas denied. |[|f the Warden recomends approval of the
claim but the Regional Director does not, the Regional Director
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shall return the request to the Warden with an explanation as to
why the claimwas denied. In each case, a copy of the

expl anation, the Request for Conprom se of Claim and the
investigative report are to be forwarded to the Debt Managenent
Oficer.

There are a few instances in which the anmount conpromsed is to
be reported to the Internal Revenue Service (IRS). The Debt
Managenent O ficer is responsible for determning if the anmount
conprom sed neets the criteria for IRS reporting. If it does,
Accounting Operations shall nake the report and address the
requi renent in the approval letter.

12. I NTEREST ON PAST DUE BILLS - NON- GOVERNMENT. Bills for

whi ch paynment has not been received wthin 30 days are consi dered
overdue. Debt managenent policy provides for the application of
interest on these bills.

a. Interest Rates. Interest rates are determ ned by the
current value of funds to the Treasury. This value is
transmtted by Treasury Financial Mnual bulletins and presented
in the formof an interest rate. This percentage rate is entered
into FM5 via a conputer program which automatically conputes the
monthly interest rate

b. Interest. Interest will be conputed nonthly for each
overdue bill and reported on the Report of Reinbursenents Billed
(100.88). As bills are collected, the anount received wll first
be applied to the interest and the remaining portion to the

princi pal anmount of the bill. Partially paid bills wll continue
to accrue interest and shall be listed on the next billing
st at enment .

c. Adjustnents. Adjustnents to incorrect interest charges my
be made. An exanple would be a bill that has been paid in ful
but the entry was not entered into FMS during the proper nonth.
The conmputer will generate and charge interest for the nonth and
show t hat anobunt on the 100.88 report. Adjustnents are nade by
entering the incorrect interest anount as a negative in the
"Billed" anmpbunt field and using the letter "A" in place of the
zero (0) in the payor code field of the 40 transaction. A
Journal Voucher shall be prepared and approved by the Controller
to support the adjustnent.

13. GOVERNMENT RECEI VABLES. In accordance with 4 CFR 101. 3,
Federal agencies should attenpt to resol ve interagency clains by
negoti ation. Therefore, outstanding UNI COR and ot her Governnent
agency receivables that the institution cannot collect through
its own efforts after three nonths are to be referred to the Debt
Managenment O ficer through the appropriate Regional Conptroller
for collection. |In addition, DQJ Order 2120.3B, dated August 6,
1987, paragraphs 1 and 16, and 4 CFR Part 101.3(c) state that

i nterest cannot be charged on cl ai ns between Federal agenci es.
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14. WRITE- OFF OF DELI NQUENT DEBT (CLOSE-QUT). Once the debt has
been referred to the Central Ofice, the Debt Managenent O ficer
determines if the debt is collectible. If the debt is determ ned
to be collectible, the Central Ofice follows the procedures in
Section 6. However, if these collection efforts fail and the
Debt Managenent O ficer determ nes that the debt is
uncol l ectible, the debt can be witten off with the Assistant
Director for Adm nistration's approval. The Debt Managenent
Oficer will recommend the wite-off of the debt to the Assistant
Director for Adm nistration. The Debt Managenent O ficer shal
refer delinquent debts with principal balances greater than

$100, 000 to DQAJ for concurrence of term nating collection
activity.

A debt can be considered uncollectible, collection activity can
be term nated, and the debt can be witten-off when one or nore
of the followng criteria apply:

a. The debt is legally wwthout nerit. Debt in this category
was never owed and shoul d not have been classified as a debt.

b. The debt cannot be substantiated. This debt cannot be
val i dat ed because the evidence or witnesses to validate the claim
cannot be produced and voluntary repaynent of the debt has not
been obt ai ned.

c. The costs of further collection action will probably exceed
t he anbunt which could be recovered.

d. The debtor cannot be |ocated, or there is no security to be
liquidated to recover the anount owed, or the Federal statute of
limtations has expired for litigation (six years) and
Adm nistrative Ofset (10 years) and the statutes of the state in
whi ch the debtor resides preclude further collection, or the
chances of recovering the debt do not justify retaining the debt
as a receivabl e.

e. A substantial anmpbunt of the debt has not/cannot be
coll ected. For exanple, the debtor has been decl ared bankrupt.

Witten-off debts shall be closed and the debtor's account
information renpved fromthe active files. Debt referred to DQJ
for litigation cannot be witten off while it is in litigation.

| f the anpbunt exceeds $600 and the debt has been witten off,
Accounting Operations, Finance Branch shall report the amount to
the Internal Revenue Service (IRS) on Form 1099-G Statenent for
Reci pients of Certain Government Paynents (Attachnment D). This
is a regulatory requirenent established by Treasury and QOVB.
When the debt is reported, the IRS will match the Form 1099- G
agai nst individual tax returns to determne if the debtor has
reported the discharge of the debt as incone.
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Debts owed by individuals, partnerships, sole proprietorships,
and corporations are to be reported. Accounting Operations w |l
provi de the debtor with a copy of Form 1099-G or a witten
statenment of inpending 1099-G report by January 31 of the year
follow ng the year in which the debt was witten off. The 1099-G
must be sent to the IRS by March 1 of that sane year. It is to
be sent to the foll ow ng address:

| nt ernal Revenue Service
Phi | adel phia, PA 19255

15. ACCOUNTS RECEI VABLE REVI EW AND CERTI FI CATION. Part of

ef fecti ve cash managenent practices is the tinely collection of
out st andi ng recei vabl es and the accurate reporting of receivables
to outside agencies. To aid in the BOP's tinely collection and
accurate reporting of receivables, each institution is required
to review outstanding receivables in the foll ow ng general | edger
accounts for all appropriations each nonth:

a. 130.1 Reinbursenent Receivables - Public

b. 130.2 Reinbursenent Receivables - Gover nnent

c. 131.1 Reinmbursenent Receivables - Unbilled - Public
d. 131.2 Rei nbursenent Receivables - Unbilled - Governnent
e. 135.1 Refund Receivables - Public

f. 135.2 Refund Receivables - Governnent

g. 135.3 Refund Receivables - Incone Receivable (Public)
h. 139.1 Accounts Receivables - O her (Public)

i. 139.2 Accounts Receivables - O her (Governnent)

J. 139.4 Accounts Receivables - UNICOR Drafts

k. 139.5 Accounts Receivables - Diners Club Cash

|. 139.6 Accounts Receivables - Drafts

m 139.7 Accounts Receivables - Enpl oyee

In addition, the Report of Reinbursenents Billed, 100.88, and the
Open Refund Receivabl es, 100.92, are to be reviewed nonthly for
accuracy.

OvB, in OMB Crcular A-129, dated Novenber 25, 1988, requires
agency heads, or their designees, to certify the accounts

recei vables for their organi zations as reported on the Report on
Account s Recei vabl e and Loans Recei vabl e Due Fromthe Public

(SF 220-9). Al Wardens and Regional Directors are required to
certify all accounts receivables for their |ocations annually.
The certification shall be required for bal ances each Septenber
30 (Attachnment E). Wth these certifications, the Director, BOP,
will certify total accounts receivable for the BOP to the

Assi stant Attorney General, Department of Justice, with ful

knowl edge that the accounts receivable reported on the SF 220-9
are accurate.

The certification is required in Cctober of each year after
year-end close-out. The Central Ofice will advise the field of
the certification's exact due date.
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16. OVERSI GHT RESPONSIBILITIES. Each Regional O fice and the
Central Ofice have the oversight responsibilities for the BOP
Debt Managenent Program These responsibilities are as foll ows:

a. Regional Ofice. Each Regional Ofice is to provide the
institutions with assistance in maintaining current accounts
recei vabl es and col |l ecting delinquent debt. Each nonth, the
Regi onal Accountants are to review each institution's proof-check
and the receivable reports to nonitor accounts receivables. |If
the review of these reports reveals that the institution has
recei vabl es over 135 days past due, the Regional Ofice is to
request information on these receivables, unless the receivables
are already in the Regional Ofice for collection purposes.

b. Central Ofice. The Central Ofice is to provide guidance
to the institutions and Regional Ofices on the Debt Managenent
Program Each nonth, Accounting Operations is to reviewthe
recei vabl e reports for each Region to determne if there are any
trends in the receivable accounts. |If receivables are increasing
in size and/ or age, further docunentation on the receivables is
to be requested fromthe appropriate Regional Ofice.

\ s\
Kat hl een M Hawk
Di rector
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* Page 1 of 7*
* *
* CLAIMS COLLECTION LITIGATION REPORT (CCLR) *
* (See Instructions on reverse of each page) *
»
)1
* *
* 1. Agency Claim Number 2.Date: *
»
)1
* *
* THE CLAIM AT A GLANCE *
y
* 3. To: (Use Complete Address) * 4. From: (Use Complete Address) *
* * *
* * *
* * *
* * *
* * *
5. Debtor's Name & Address: * *
*
*
*
*

*

* (If a FORECLOSURE, Insert address of property here so claim will be referred to USAO where property is located) *

""***"‘ﬁ"'***ﬁ"'*******ﬁ"'

6. Debtor's SSN/EIN: * 7. Default Date: *
* *
* *
8. SOL Expiration Date: * 9. Basis for SOL Expiration Date: *
* *
* *
* *
* *
X .
*10. Referred for: *11. Amount of Claim: *
* * *
* 9 Enforced Collection * a. Total Principal *
* * Due $ *
* 9 Judgement Lien Only * *
* * b. Total Interest Due $ *
* 9 Renew Judgement Lien Only * Through mo /day [yr *
* * *
* 9 Renew Judgement Lien & Enforce Collection *  c. Total Administrative *
* * Charges Due $ *
* 9 Program Enforcement * *
* * d. Total Penalty *
* 9 Foreclosure Only * Charges Due $ *
* * *
* 9 Foreclosure & Deficiency Judgement * e. Total amount *
* * of Claim $ *
* 9 DOJ Concurrence for: * ) *
* * *
* 9 Compromise (4 CFR 103) *12. Annual Rate *
* 9 Suspension (4 CFR 104) *  of Interest % *
* 9 Termination (4 CFR 104) * *
* *13. Compromise *
*10a. 9 DEBTOR IN BANKRUPTCY: *  Amount or % $ o % *
* Chapter: { 7} {11} {12} {13} * *
y
* 14. Basis of Claim: 9 Claim evidenced by not, guaranty, or *15. Agency Contact: *
* surety obligation; OR * *
* * *
* 9 Claim not evidenced by note but by * Name: *
* the following statute or regulation: * *
* * *
* *  Phone Nos.: *
*

* (FTS and Commercial) *



.
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| NSTRUCTI ONS FOR COVPLETI NG
THE REVI SED CLAI MS COLLECTI ON LI TI GATI ON REPORT (CCLR)

Section 105.2 of the Federal Cains Collection Standards, 4 CFR
101- 105, requires that all clains referred to the Departnent of
Justice (DQJ) or U S Attorneys' Ofice (USAO be acconpani ed by
a CCLR By referring this claimyou certify that your agency has
conplied with the appropriate collection requirenents of 4 CFR
101-104. Al applicable sections of this CCLR MIUST be conpl et ed.
| NCOWPLETE CCLRS WLL BE RETURNED. This CCLR package MJST
contain AT LEAST the itens listed in BLOCK 59 of this form

SPECI FI C | NSTRUCTI ONS

These instructions are keyed to the nunbered bl ocks on the CCLR

Agenci es forwarding clains should fill in blocks 1-58, as
appropriate, blocks 60 and 61, and block 67. If the primary
debtor is an individual, it may not be necessary to furnish the

information called for in blocks 26-33. Conversely, if the
debtor is a conpany you may skip blocks 16-25. |If this is a

forecl osure case, you nust also fill in blocks 46-50.
DQJ/ USAO personnel who receive clainms should fill in blocks 62-66
and mail the "Acknow edgenent Formi' back to the referring agency.
)
THE CLAIM AT A G_LANCE
1. Agency Claim No.: Insert the number your agency uses to identify this claim here, at the top of each page of this
CCLR, and in block 61 on page 7 of this CCLR.
2. Date: Insert date you send this CCLR to DOJ or to DOJ's Central Intake Facility (CIF)
3. To: Insert name and complete mailing address of the USAO in whose district the debtor resides (or in a foreclosure

case, the district in which the property is located), or the DOJ Division to which you are referring this claim. (SEE
CCLR MAILING DIRECTIONS ON "PAGE 6 OF THESE INSTRUCTIONS.)

4. From: Insert name and complete mailing address of the agency office referring the claim.

5. Debtor's Name & Address: Insert first, middle and last name, and full address, of the primary individual debtor, or the
full name and address of a company debtor here. But, if this is a foreclosure case, insert the address of the property to
be foreclosed on here, and the debtor's address, if different, in block 46. If property to be foreclosed on has no street
address, be sure to give directions to property in block 58 or on a CCLR Supplementary Data Sheet.

6. Debtor's SSN/EIN: If an individual is liable for the debt, insert the individual's Social Security Number (SSN) here. If a
company is liable for the debt, insert the company's Employer Identification Number (EIN) here. If both an individual
and a company are liable for the debt, insert both the individual's SSN and the company's EIN.
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CCLR Page 2 of 7*
(SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *
*
Agency Claim No. *
*
*
THE INDIVIDUAL DEBTOR *
*
16. Debtor's Full Name: * 17. AKA: *
* *
* *
* *
* *
* *
* *
18. Date of Birth: * 19. Home Phone No. (Include Area Code): *
* *
* *
20 Employer's Name & Address: * 21. Debtor's Job Title: *
* *
* *
* 22. Work Phone No. (Include Area Code): *
* *
* *
* 23. Debtor's Salary: $ *
* *
* *
* 9Gross 9 Weekly 9 Monthly *
* O Net 9 Biweekly 9 Annually *

24. Best place for Marshals to serve process by personal  * 25. Name of person who verified above data, date verified,*
delivery: (Do NOT give P.O. Box) 9 Home Work * and how verified: *
*

*

9 Other (Specify) * *

%ok ok ok ok ok ok
ok ok ok ok ok ok

THE COMPANY DEBTOR *
*
NOTE: If this claim is to collect a debt owed by an entity other than an individual person, such as a company, *
partnership, corporation, etc., additional information will be required. In such cases, insert the data called *
for in blocks 26-33 below and use CCLR Supplementary Data Sheets to furnish additional information, as appropriate.  *

*

26. Debtor's Full Name: * 27. Debtor's Address: *

EE
EE

28. DBA: * 29: Phone No. (Include Area Code): *
*

* *

w'***w'******w'******w'x->(->(->(->(->(->(->(->(->(-*w'x->(->(->(->(->(-*******w'***w'*******w'***w'***w'**v.



* 30. Type of Business: * 31. Date & Site of Incorporation:
*

* *

»
)
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(Page 2 of 7-Back)
CCLR | NSTRUCTI ONS ((CONT' D)

Default Date: Insert date the debtor originally defaulted on the loan, note, or other obligation, unless the debtor later
"cured" that default. In such a case, insert date of the last "uncured" default which resulted in this claim being referred
for litigation.

SOL Expiration Date: Insert date you believe the Statute of Limitations (SOL) for filing suit on this claim will expire.

Basis for SOL Expiration Date: Insert the basis of your calculation of the SOL expiration date; i.e., date of last voluntary
payment (involuntary payments such as IRS tax refund offsets do not count), written acknowledgement of the debt,
first demand, date lender or guarantor assigned this claim to your agency, etc.

Referred for: Insert "X" in appropriate box to indicate what you want DOJ/USAO to do with this claim. If referred for
DOJ concurrence only, insert "X" in appropriate box to show whether concurrence sought for compromise, suspension,
or termination. NOTE: IN ADDITION TO ANY OTHER BOX YOU CHECK IN BLOCK 10, IF DEBTOR HAS
ALREADY FILED A PETITION IN BANKRUPTCY, INSERT "X" IN BOX 10a AND FOLLOW INSTRUCTIONS FOR
10a SET FORTH BELOW.

Enforced Collections: Means you want DOJ to get a judgement against the debtor and pursue all available post-
judgement remedies (wage garnishment, liens filed against property, etc.) Required Data: Blocks 15; 16-20; 24-25; or
26-33, as appropriate; 34-45, if applicable; 60-61; and 67.

Judgement Lien Only: Means you only want DOJ to get a judgement against the debtor, record the judgement as a
lien against debtor's property, and return it to you for surveillance, IRS refund offset, etc. DOJ will not pursue any
post-judgement collection remedies in these cases. Required Data: Blocks 1-15; 16-20; 24-25; or 26-33, as
appropriate; 34-45, if applicable; 60-61; and 67.

Renew Judgement Lien Only: Means that you already have a judgement against the debtor for this claim but the
judgement lien is about to expire and all you want DOJ to do is to renew the lien and return it to you. Required Data:
Blocks 1-15; 16-17 or 26-27, as appropriate; 60-61; and 67.

Renew Judgement Lien and Enforce Collection: Means that your judgement lien is about to expire and you want it
renewed, and, you have now found some debtor assets which you want DOJ to pursue collection of the renewed lien.
Required Data: Blocks 1-15; 16-25 or 26-33; 34-45, if applicable; 51-56; 57058 if applicable; 60-61; and 67.

Program Enforcement: Means you are referring a claim for less than the minimal referral amount in 4 CFR 105.4, but
you want DOJ to collect it because it is important to the enforcement of some agency program. Required Data: Blocks
1-15; 16-25 or 26-33, if applicable; 51-56; 57-58 if applicable; 60-61; and 67.

Foreclosure Only: Means you want DIJ to foreclose on the debtor's real estate and/or other property which is collateral
for the loan which is now in default. You do not, however, want DOJ to try to get a delinquency judgement against the
debtor if the amount recovered from the sale of the property is less than the amount of the claim. Required Data:
Blocks 1-15; 34-45, if applicable; 46-50; 54-56; 57-58, if applicable; 60-61; and 67.

Foreclosure & Deficiency Judgement: Means you want DOJ to foreclose on property which is collateral for the loan
and get a deficiency judgement against the debtor if the proceeds from the foreclosure are less than the total amount of
your claim against the debtor. Required Data: Blocks 1-15; 16-25 or 26-33; 34-45, if applicable; 46-50; 51-56; 57-58,
if applicable; 60-61; and 67.
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* CCLR Page 3 of 7*

* (SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *
»

X

* *

* Agency Claim No. *

* *

Y

* 32. Name, Address & Phone Number (Include Area Code) of * 33. Name of person who verified above company debtor ~ *
*  Service Agent: *  data, date, and how verified: *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

Y

* CO-DEBTOR(S)/GUARANTOR(S)/CO-SIGNER(S) *
Y

* 34. Full Name(s): * 35. SSN/EIN: *

* * *

* * *

Y

* 36. AKA: * 37. Date of Birth: *

* * *

* * *

Y

* 38. Home Address & Phone No. (Include Area Code): * 39. Employer's Name & Address: *
* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

Y

* 40. Work Phone No. (Include Area Code): * 43. Best place for Marshal to serve process by personal *
* *  delivery: (Do NOT give P.O. Box) 9 Home *

)l 9 Work 9 Other (Specify) *
* 41. Co-Debtor's Job Title: * *

* * *

'_ *
* 42, Salary: $ * *

* * *

* 9 Gross 9 Weekly 9 Monthly * *

* 9 Net 9 Bi-weekly 9 Annually * *

Y

* 44. Basis of Liability: * 45. Name of person who verified above data on *

* *  co-debtor(s)/guarantor(s)/co-signer(s), date *

* *  verified, and how verified: *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

~w
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CCLR I NSTRUCTI ONS ((CONT' D)

DOJ concurrence for Compromise, Suspension, or Termination: Means you only want DOJ to concur with your
proposed action on the claim. Required Data: Blocks 1-15; 16-25 or 26-33; 34-45, if applicable; 51-56; 57-58, if
applicable; 60-61; and 67.

Debtor in Bankruptcy: Insert "X" here if you have received an "ORDER FOR MEETING OF CREDITORS," or any
other notice that debtor has filed bankruptcy petition. THEN INSERT AN "X" IN THE APPROPRIATE BOX TO
INDICATE CHAPTER 7, 11, 12, OR 13. In such cases, if you have not already filed your "Proof of Claim" with the
Bankruptcy Court, you may use the attached form (BOF 10) to do so. Checking this box now means you want
DOJ/USAO to seek relief from the automatic stay, or take other appropriate action in the bankruptcy proceedings, to
further protect your interests.

Attach to this CCLR a copy of the notice you got from the Bankruptcy Court and a copy of the "Proof of Claim" you
filed. Required Data: Blocks 1-15; 16-25 or 33, as appropriate; 34-45, if applicable; 46-50, if applicable; 51-56;60-61;
and 67.

Amount of Claim: Insert figures called for in spaces (a)-(d) and total them in space (e). Also, insert date through
which you calculated the interest due in the second line of space (b).

Annual Rate of Interest: Insert annual rate of interest applicable to this claim. If you have the daily rate at which
interest accrues on this claim prior to judgement, also furnish that rate in Block 58 or on a CCLR Supplementary Data
Sheet.

Compromise Amount: Insert minimum dollar amount, or percentage of the total amount of this claim you will accept to
compromise or to settle it.

Basis of Claim: Insert "X" in appropriate box to indicate whether this claim is evidenced by a note, guaranty, or some
other written obligation, and, if not, cite law or regulation giving rise to the claim.

Agency Contact: Insert the name and FTS and Commercial phone numbers of the person at your agency the
DOJ/USAO person assigned to the claim should contact if questions arise about it. THIS MUST BE SOMEONE
KNOWLEDGEABLE ABOUT THIS CLAIM!

THE INDIVIDUAL DEBTOR

Debtor's Name: Insert primary individual debtor's full name. (Note: If the primary debtor is married but his or her
spouse is not a co-debtor, guarantor, or co-signer, use a CCLR Supplementary Data Sheet to furnish the data called
for in blocks 16-25 on the debtor's spouse, in addition to the data you furnish on the primary individual debtor.

AKA (Also Known As): Insert any other name(s) the debtor is known to have used, including maiden name if
applicable, and the name debtor used on the note or loan application involved in this claim if different from debtor's
name in blocks 5 and 16.

Date of Birth: Insert debtor's date of birth.
Home Phone No.: Insert debtor's home phone number, including the area code.

Employer: Insert full name and address of debtor's employer. Don't forget part-time jobs, if debtor "moonlights."
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y

* CCLR Page 4 of 7*

* (SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *
»

X

* *

* Agency Claim No. *

* *

»

X

* *

* FORECLOSURES *

* *

* NOTE: If this claim is referred for foreclosure only or foreclosure and a deficiency *
* judgement, the following additional data will be required. In such cases, insert *
* the data called for in blocks 46-50 below and use CCLR Supplementary Data Sheets *
* to furnish additioanl information, as appropriate.

* *

Y

* 46. Debtor's Address: * 47. Mortgage Recording Information: *

* * *

* *  County *

* * *

* *  Date of Recording *

* * *

* *  Volume (Liber) *

* * *

* *  Page Number (Folio) *

Y

* 48. Property Occupancy: * 49. If recovery of chattels is included in the forclosure,*
* *  list the chattels here and provide more detailed  *

*  Debtor Resides on Property: Yes9 No9 *  information on the CCLR Supplementary Data Sheet:  *
* * *

*  Property is Abandoned: Yes9 No9 * *

* * *

*  Property occupied by tenant:  Yes 9 No9 * *

* * *

* * *

Y

* B0. List other Federal Liens against the property: *

* *

* *

* *

* *

* *

* *

Y

* DEBTOR'S ABILITY TO PAY *

Y

* 51. The debtor/co-debtor owns or is buying the following  * 52. Assets in which the Government has a secured *
*  real estate or other property (cars, boats, etc.): *  interest: *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

* * *

Y

* 53. Other Assets: (savings/checking accounts, provide bank and/or credit union name(s) and address(es) and
* account numbers(s); deceased debtor's estate, provide administrator/executor information; other sources of income): *
* *

* *

* *

* *

* *

* *

* *

* *

»

)






21.
22.
23.
24.

26.
27.
28.
29.
30.

31.
32.

33.

|

34.

35.

36.
37.
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(Page 4 of 7-Back)
CCLR I NSTRUCTI ONS ((CONT' D)

Debtor's Job Title: Insert debtor's job title/description.
Work Phone: Insert debtor's work phone number, including area code.
Salary: Insert debtor's salary, indicate wether gross or net, and how often paid.

Service Site: Insert "X" to indicate where Marshal can serve summons and complaint on debtor personally. If other
than home or work address above, specify where.

Verified by: Insert name of person who verified the data above, the date verified, and how verified.

THE COVPANY DEBTOR

Name: Insert the full name of company debtor.

Address: Insert company debtor's complete address.

DBA: Insert any other name company debtor may use such as "Doing Business As."
Phone: Insert company debtor's phone number, including area code.

Type of Business: Insert the form of debtor's business, such as a corporation, sole proprietorship, partnership, etc. If
partnership, use CCLR Supplementary Data Sheet to list names and addresses of all partners.

Date and State of Incorporation: If debtor is a corporation, insert date incorporated and state of incorporation.

Service Agent: Insert name phone number and address of agent authorized to accept service of summons and
complaint for debtor, if applicable.

Verification: Insert data called for on person who verified above data on company debtor. It is particularly important to
verify that a company debtor is still in business.

CO- DEBTOR(S) / GUARANTOR( S) / CO- SI GNER( S)

Names: Insert full name(s) of any co-debtor(s), guarantor(s), and/or co-signer(s) who may also be liable for this debt if
you want DOJ/USAO to try to collect all or part of it from them. NOTE: If the debtor is married but his or her spouse is
not a co-debtor, guarantor, or co-signer, use a CCLR Supplementary Data Sheet to provide the data on the spouse as
requested in Instruction #16 above.

SSN/EIN: Insert Social Security Number(s) or Employer Identification Number(s) of any co-debtor(s), and/or co-
signer(s).

AKA (Also Known As): Insert any other names used by co-debtor(s), guarantor(s), and/or co-signer(s).

Date of Birth: Insert birth dates of any co-debtor(s), guarantor(s), and/or co-signer(s).



P.S 2013. 01

March 3,

1994

Attachnent A, Page 9

»

* CCLR Page 5 of 7*

* (SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *
»

X

* *

* Agency Claim No. *

* *

»

X

* *

* AGENCY CLAIM HISTORY *

* *

Y

* 54. Date of last demand for payment to debtor and * 55. Details of any compromise or settlement offers made *
*  summary of debtor's response: * by, or to, the debtor and any responses thereto: ~ *
* * *

* * *

* * *

* * *

* * *

* * *

Y

* 56. Summary of collection actions taken by agency: *

* *

* *

* *

* *

* *

* *

»

X

* *

* ADDITIONAL INFORMATION *

* *

Y

* 57. For HHS loans: Medical or other professional * 58. Additional agency comments: *
*  association locator data: * *

* * *

* * *

* * *

* * *

* * *

* * *

Y

* 59. AGENCY CHECK LIST CCLR package must contain: *

* *

*  In General: For Foreclosure: *

* *

* 9 CCLR 9 CCLR *

* *

* 9 Certificate of Indebtedness 9 Credit Report *

* *

* 9 Credit Report 9 Original Promissory Note *

* *

* 9 Payment History, If Any 9 Original Real Estate Mortgage *

* *

* 9 Original Notes or Other Evidence of Debt, 9 Original Statement of Account/Affidavit *
* Including Assignments, If Any of Amount Due *

* *

* 9 Summary of Collection Actions Taken by Agency 9 Title Evidence, If Any *
* *

* 9 Directions to Property if No Street Address *

* Debtor in Bankruptcy: Available *

* *

* 9 Proof of Claim, or Copy Thereof, Attached 9 Chattel Lien Searches If Chattels Involved *
* *

»

)



38.

39.
40.

41.
42.

43.

45.

45.

|

46.
47.

48.

49.

50.

|

51.

52.
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(Page 5 of 7-Back)
CCLR I NSTRUCTI ONS ((CONT' D)

Home Address & Phone Number: Insert complete home address(es) and phone number(s) of any co-debtor(s),
guarantor(s), and/or co-signer(s).

Employer: Insert full name of any employers of any co-debtor(s), guarantor(s), and/or co-signer(s).

Work Phone Number: Insert work phone number(s), including area code(s) for any co-debtor(s), guarantor(s), and/or
co-signer(s).

Job Title: Insert any job title/description of any co-debtor(s), guarantor(s), and/or co-signer(s).

Salary: Insert salary of any co-debtor(s), guarantor(s), and/or co-signer(s), indicate whether gross or net, and how
often paid.

Service Site: Insert "X" to indicate where Marshal can serve co-debtor(s), guarantor(s), and/or co-signer(s) personally.
If other than home or work address(es) provided, specify where.

Basis of Liability: Insert facts giving rise to any co-debtor(s), guarantor(s), and/or co-signer(s) liability for this debt,
including any family relationship to the primary debtor.

Verified By: Insert name of person who verified data on co-debtor(s), guarantor(s), and/or co-signer(s), the date
verified, and how verified.

FORECL OSURES

Debtor's Address: Insert debtor's complete address if different from property address in Block 5.

Mortgage Recording Information: Insert county in which mortgage recorded, date of recording, and the liber (book or
volume) and folio (page number) of the recording.

Property Occupancy: Check "Yes" or "No" to questions about the current occupancy of the property. If property
occupied (even if by a tenant), occupant's name(s) are necessary to institute foreclosure proceedings. If necessary,
use CCLR Supplementary Data Sheet to furnish occupancy status.

Chattels: If chattels (any property except real estate, such as cars, boats, farm equipment, etc.) are to be recovered in
the foreclosure, list them in the space provided or use CCLR Supplementary Data Sheet if necessary. Be sure to
specify what county or counties in which any chattels are located.

Other Federal Liens: Insert here the names of any other Federal agencies which also have liens or claims against the
same property which is collateral for the debt owed your agency.

DEBTOR' S ABILITY TO PAY

Debtor Property: Insert data on any real estate or other property, such as cars, boats, etc., the debtor(s) and/or co-
debtor's, etc., own or are buying. DOJ/USAO need data on property against which liens can be filed to enforce
collection of this claim. Include data on the value of the property, the county or counties in which it is located, any other
liens, and what equity is available to satisfy this claim.

Assets: Insert data on any debtor assets in which to Government has a secured interest which may be sold to pay this
claim.
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CCLR Page 6 of 7*
(SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *

Agency Claim No. *

*

CCLR SUPPLEMENTARY DATA SHEET *
*
Use this sheet to provide any additional information which might help locate those from whom the claim *
might be collected and any assets which might be available to satisfy a judgement in favor of the *
United States. Please indicate the number(s) of the block(s) on the CCLR which any additional data is *
is intended to supplement. *

*

*
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53.

|

54.

55.

57.
58.
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(Page 6 of 7-Back)
CCLR I NSTRUCTI ONS ( CONT' D)

Other Assets: Insert data on any other assets the Government might be able to attach to pay this claim, such as bank
or credit union addresses and account numbers, etc. This data may be obtained from any checks your agency may
have received from the debtor.

AGENCY CLAI M HI STORY

Last Demand Date: Insert date of last demand on debtor to pay this claim and summary of the debtor's response to
that demand.

Compromise: Insert details of any compromise or settlement offers made by, or to, the debtor and any responses to
them.

Collection Actions Taken: Insert data on actions taken by your agency to collect this claim up to this point.

ADDI T1 ONAL | NFORVATI ON

HHS Loan: Insert data on medical and/or other professional memberships, etc., which might help locate the debtor.

Additional Comments: Insert any additional comments or information which might help locate the debtor and collect
this claim. Use CCLR Supplementary Data Sheet(s) if required.

Checklist: Check appropriate spaces to ensure that this CCLR package is complete.

CCLR MAI LI NG | NSTRUCTI ONS

After you have conpleted this CCLR, and the debt for
l[itigation in the TOTAL PRI NClI PAL DUE, Block 1la, is
$500, 000 or nore, nmail this CCLR to:

COVWMERCI AL LI Tl GATI ON BRANCH
G vil Division

U. S. Departnent of Justice
P. O Box 875

Ben Franklin Station

Washi ngton, D.C. 20044

After you have conpleted this CCLR, and the debt for
l[itigation in the TOTAL PRI NCI PAL DUE, Block 1l1la, is |ess
t han $500, 000, mail this CCLR to:

U S. Departnent of Justice
Central Intake Facility

Suite 220

1110 Bonifant Street

Silver Spring, MD 20910-3313



P.S 2013.01
March 3, 1994
Attachnent A, Page 13

»
* CCLR Page 7 of 7*
* (SEE INSTRUCTIONS ON REVERSE OF EACH PAGE) *
»
! .
* Agency Claim No. *
»
! .
* ACKNOWLEDGEMENT FORM *
»
)
(FOLD HERE)
DQAJ/ USAO ACKNOW EDGEMENT TO AGENCY
60. Debtor's Full Name:
61. Agency C ai m Nunber:
62. DQJ/ USAO Nunber:
63. Received by DQJ/ USAO on:
64. Received by DQJ/ USAO by:
65. Questions?
Cont act :
(Print Name & Phone Number (Include Area Code) of DOJ/USAO Contact)
(FOLD HERE)
66.
)
)

67.

P X )

* ok kK ok
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(Page 7 of 7-Back)
CCLR I NSTRUCTI ONS ( CONT' D)

60. Debtor's Name: Insert debtor's full name inthis block on the "ACKNOWLEDGEMENT FORM."

61. Agency Claim No.: Insert the number your agency uses to identify this claim.

67. Agency Address: Referring agency should insert it's address in this space so that it will show through the window of a
window envelope when folded along the lines indicated.

»

)

TO BE COVPLETED BY THE PERSON AT DQJ/ USAO WHO RECEIVES TH S CLAI M

62. DOJ/USAO Number: Insert the DOJ/USAO number used to identify this claim.

63. Receipt Data: Insert the date this claim was received at DOJ/USAO.

64. Recipient's Name: Print the name of DOJ/USAO person who actually received this claim.

65. Contact: Print name and phone number of DOJ/USAO person the agency should contact if questions arise about this
claim.

66. DOJ/USAO RETURN ADDRESS: The person at DOJ/USAO who receives this claim should insert the receiving

office's return address in this space so that it shows through the upper window of an envelope with two windows.
Then, detach the last page of this CCLR (Page 7 of 7), fold it along the lines indicated, insert the entire page into a
window envelope so that the agency's address in Block #67 will show through the window of the envelope, and mail the
ACKNOWLEDGEMENT back to the referring agency.

67. Agency Address: If the referring agency forgot to insert its address here, DOJ/USAO person acknowledging this claim
should insert referring agency's address in this space so that it will show through the lower window of a two (2) window
envelope.
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AGENCY NAME
CI TY AND STATE

CERTI FI CATE OF | NDEBTEDNESS

Debt or (s) Nane(s) and

Address(es):
Total debt due Unites States as of (Date) $
| certify that (Nane of Agency records showthat the debtor(s)

named above is/are indebted to the United States in the anount
stated above, plus additional interest on the principal bal ance of
$ . from ( Dat e) at the annual rate of _ % Interest
accrues on the principal amount of this debt at the rate of $

: per day.

The clai marose in connection with (Describe with statenment such as
"a | oan made by (Nane of Agency) ," "a Governnent-insured or
guar anteed | oan nade by a private | ender and assigned to the United
States,"” "a charge by the (Nane of Agency) for goods and/ or

services," or "an overpaynent or erroneous paynent by the ((Nane
of Agency) .)

(Statenment of the relevant facts, including: How the debtor's
becane indebted to the United States; the date the debtor(s)
defaul ted on the | oan, note or obligation; principal bal ance of the
debt; anmount and rate of accrued interest on principal balance;
addi tional charges such as penalties and adm ni strative costs; date
of last voluntary paynent; and statutory authorities.)

CERTI FI CATI ON:  pursuant to 28 USC § 1746, | certify under penalty
of perjury that the foregoing it true and correct.

(_SI GNATURE)
(Dat e) (Name and Title)
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REQUEST FOR COVPROM SE OF CLAI M

a

SNAVE OF EMPLOYEE *OFFI CE WHERE CURRENTLY EMPLOYED 5
5(1 NCLUDE SOC. SEC. NO.) * 5
5 * 5
|

SEMPLOYI NG OFFI CE AT TIME * AMOUNT OF CLAIM  *  DATE OF CLAI Ms
50F OVER PAYMENT * * 5
5 * * 5
| U

STYPE OF OVERPAYMENT AND DATE *DI D YOU NOTI FY PAYROLL/ ACCOUNTI NGB
5 *WHEN? 5
5 * 5
M

SAMOUNT COLLECTED AND DATE  *OFFI CE THAT ASSERTED THE CLAIM 5
5 * 5
5 * 5
M

SWHAT WAS THE REASON FOR THE OVERPAYNMENT? 5
5 5
5 5
5 5
5 5
5 5
M

SHOW MUCH DO YOU WANT FORG VEN? WHY DO YOU BELI EVE YOU ARE 5
SENTI TLED TO FORG VENESS OF SUCH AMOUNT? 5
5 5
5 5
5 5
5 5
5 5
M

5PRI NTED NAME AND S| GNATURE OF*DATE 5
SREQUESTOR * 5
5 * 5
M

SCURRENT ADDRESS OF REQUESTOR *DAYTI ME TELEPHONE NUMBER 5
5 * 5
5 * 5
a

Local Reproduction Authorized
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8686 OVaD 9 CRECTED

. * PAYER'S name, street address, city, state and ZIP code . *1 Ungmployment Compensation * OMB No. 1545-0120¢
* *$ * * (ERTA N
* - *
* * 2 State or local income tax * * PAYMENTS
* * refunds, credits, or offsets * 1992 *
*
* * $ * *
E PAYER'S Federal Iderltification Number* RE*CIPIENTS Identiﬁcgign Number * 3 Bpx 2 amourllztés Rfor tax year* 4 Federal Income Tax Witheld* Copy A
EVENUE ) ) )
: RECIPIENTS name . *5 Dlscrlarge of |ndebtedn§ss * 6 Taxable grants *  Service Center
; *$ *$ * File with form 1096
* Street address (including apt. no.) *7 Agnculture payments  *8Theamountinbox2 *  For Paperwork
* applies to income fri * Reductlon Act
; *$ * trade orbusiness < Notice and
* City, state, and ZIP code — completing this
; T form, see
* Account number (optional) — Forms 1099, 1098,
; S 5498, and W-2G
Form 1099G Cat. No. 14438M Department of the Treasury - Internal Revenue Service
Do NOr Qut. or prarate Forns on This Page
8686 OVaD 9 CRECTED
o , . . o *
. PAYER'S name, street address, city, state*and ZIP code . 1 Ungmployment Compensation * OMB No. 1545-0120¢
* *$ * * (ERTA N
* - *
* * 2 State or local income tax * * PAYMENTS
* * refunds, credits, or offsets* 1992 =
* * * *
* * $ * *
E PAYER'S Federal Identlflcatlon Number* RECIPIENTS Identlﬁcatgn Number * 3 Bpx 2 amourllztés Rfor tax year* 4 Federal Income Tax Witheld* Copy A
x RECIPIENTS name . *5 Discrlarge of indebtedngss * 6 Taxable grants *  Service Center
; *$ *$ * File with form 1096
* Street address (including apt. no.) *7 Agnculture payments  *8Theamountinbox2 *  For Paperwork
* plies toincomefroma *  Reduction Act
; *$ * trade or business <9 * Notice and
* Clty, state, and ZIP code — completing this
; T form, see
* Account number (optional) — Forms 1099, 1098,
* — 5498, and W-2G
)
Form 1099G Cat. No. 14438M Department of the Treasury - Internal Revenue Service
Do NOT Qut or Se&] ar at e Form; on Thi s Page
8686 9 CRECTED
_ , . . o *
: PAYER'S name, street address, city, state*and ZIP code . 1 Ungmployment Compensation * OMB No. 1545-0120¢
* *$ * * (ERTA N
* - *
* * 2 State or local income tax * * PAYMENTS
* * refunds, credits, or offsets* 1992 =
* * * *
* * $ * *
E PAYER'S Federal Identlflcatlon Number* RECIPIENTS Identlﬁcatgn Number * 3 Bpx 2 amourllztés Rfor tax year* 4 Federal Income Tax Witheld* Copy A
¥ RECIPIENTS name . *5 Discrlarge of indebtedngss * 6 Taxable grants *  Service Center
* *$ *$ * File with form 1096
! Street address (including apt. no.) *7 Agnculture payments  *8Theamountinbox2 *  For Paperwork
* applies toincome froma *  Reduction Act
* *$ * trade or business <9 * Notice and
| City, state, and ZIP code — completing this
; T form, see
* Account number (optional) — Forms 1099, 1098,
* S 5498, and W-2G
) .
Form 1099G Cat. No. 14438M Department of the Treasury - Internal Revenue Service
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130.
131.
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135.
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139.
139.
139.
139.
139.
139.
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Status of Receivables Certification

Accounts Recei vabl e

Anpunt

Rei nbur senent Recei vables - Public
Rei nbur senent Recei vabl es - Gover nnent
Rei nbur senent Recei vables - Unbilled - Public

Rei nbur senent Recei vabl es

Ref und Recei vabl es
Ref und Recei vabl es
Ref und Recei vabl es -
Account s Recei vabl es
Account s Recei vabl es
Account s Recei vabl es
Account s Recei vabl es
Account s Recei vabl es
Account s Recei vabl es

- Unbilled - Governnent
Publ i c
Gover nnent

| ncone Recei vabl e (Public)
- O her (Public)

- O her (Governnent)

- UNICOR Drafts

- Anerican Express Cash

- Drafts

- Enpl oyee

the information

t he above information for the period ended
Septenber 30, 19  and, in ny opinion,

presented is accurate and consistent with Bureau of Prisons
accounting systens and policies.

1994

Chi ef Executive Oficer

(Signature)

Dat e



